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Office of the Clerk

Thefollowing options are available to view casefilesretired to the Federal Records Center:

OPTION #1 CLERK’SOFFICE ORDERSTHE FILE, REQUESTOR MAKES COPIES

< The fee to request a case file from the Federal Records Center is $25.00.

< Fill out the attached form and return to a deputy clerk.

< The requestor may make copies of the file for $.25 per page at the copy machine located in the public area of thefile
room.

< Certified copies are $5.00, per certification.

OPTION #2 CLERK'SOFFICE ORDERSTHE FILE, A DEPUTY CLERK MAKES COPIES

The fee to request a case file from the Federal Records Center is $25.00.
Fill out the attached form and return to a deputy clerk.

A deputy clerk will make the copies at $.50 per page.

Certified copies are $5.00, per certification.

All fees must be paid at the time of requesting the file.
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OPTION #3 REQUESTOR GOESTO THE FEDERAL RECORDSCENTER TO VIEW A FILE

< The clerk’s office will provide the requestor the box, accession and location numbers for the casefile, free of
charge.
< The requestor then schedul es an appointment to view the case file at the Federal Records Center, located in

Chicago, IL. Contact the Federal Records Center at 773-581-7816, to schedul e an appointment.
Note: you must obtain the box, accession and location numbers from the Bankruptcy Clerk’s Office prior to
contacting the Federal Records Center.

REFUND POLICY

< The Bankruptcy Clerk’s office will not refund the retrieval fee of $25.00 if the fee has been receipted by the cashier.
< If the Federal Records Center cannot locate afile, $10.00 of the $25.00 retrieval fee may be refunded. $15.00 of the
$25.00 is non-refundable as this fee will be applied to the search for records.

Thefile you have requested, case number isto due arrivein our office in approximately two weeks. Please
call (414) 297-3291 on , to confirm if the file has arrived from the Federal Records Center.
Filesretrieved from the Federal Records Center are retained by this office for a period of two weeks. If you are unable to view the filein that
time period, please call and we can make arrangements to hold the file for alonger period of time.
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